U.S. DEPARTMENT OF TRANSPORTATION
URDER FEDERAL AVIATION ADMINISTRATION WA 3600. 1

5/137192

Ba- ALTERNATI VE WORK SCHEDULES

1. -PURPCSE. This order establishes procedures for using
Alternative Wrk Schedul es (AWS) at the WAshington headquarters.
It al so prescribes gmlicy, del egates authority, assigns
responsibilities, and describes authorized schedul es.

2. DISTRIBUTION. This order is distributed to all enployees
assigned to Washington headquarters.

3. BACKGROUND. The concept of alternative work schedul es has
been part of the Federal Governnent's personnel practices since
197&. Public Law 95-3%®, the Federal Enployee Flexible and
Compressed Work Schedul es Act of 1978, aut horized alternative work
schedul e experinents in the Federal Government. In 1982, Congress
again passed legislation, the Federal Enployee Flexible and
Cbnﬁressed Wrk Schedul es Act of 1982, Public Law 97-221, which
aut hori zed agencies to continue testing the concept. On

Decenber 23, 198%, Congress passed Public Law 99-196 which made
the 1982 | egi sl ation permanent. This allowed Federal agencies to
continue and/or institute alternative work schedul es.

4. DELEGATION OF AUTHORITY. Heads of offices and services and
associ ate and assistant admi nistrators reporting to the

Adm nistrator or to an Executive Director are del egated the
authority to inplement the alternative work schedul e proPram
within their organizations. D vision nmanagers may be del egated
authority to determ ne which work schedul es HBK be used in their
divisions. The approval of a specific work schedul e may be

del egated to the first-level supervisor

5. DEFI N TIONS.
a. Alternative Work Schedule (RA#8).. A general termused to

descri be any schedul e other than the traditional, standard work
schedul e (8 hours per day, 5 days per week), such as conpressed
and flexible work schedul es.

b. Basic Wrk Regfwirenent. The nunber of hours (not including
overtine) an enployee is required to work within a specified
pgrlod or otherw se be accounted for by |eave or other approved
absences.
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c. Cofipensateiry Tine. Time off earned in |ieu of overtine pay.
Conmpensatory time is distinguished fromcredit hours in that
conpensatory tinme is derived fromentitlenent for pay for
overtine work.

d. Comnressed Wrk Schedul e (€WB).. A schedul e which enabl es
full-time enployees to work Iess than 106 workdays in a biweekly

pay period while conpleting their 80-heur work requirement.

(727}

e. Core Time Bands. A fixed portion of the workday during
whi ch enpl oyees nust be either present for duty or otherw se be
accounted for by |eave or other approved absences.

f. Credit Hours. Any hours worked under an officially
desi gnated flexible work schedul e which are in excess of an
enpl oyee's basic work requirenent. Credit hours nust be worked
at the election of the enployee but shall be subject to prior
managerial approval. Credit hours are distinguished from
overtine in that credit hours are not derived fromovertine work
which is officially ordered in advance. Credit hours are used in
lieu of sick or annual |eave or conpensatory time off.

g« Enploves. Any Federal enployee who works for an FAA
headquarters organization, including managers and supervisors.

h. Flexible Tine Bands. That portion of the workday during
whi ch enpl oyees may choose their time of arrival and departure.
Fl exi bl e time bands plus core time bands shall equal the basic
work requirenent or otherw se be accounted for by |eave or other
approved absences.

i. Flexible Wrk Schedule (F#8).. Any schedule that enables an
enpl oyee to either preselect or vary arrival and departure tines
or vary length of workday or workweek.

+ Oficial Hours of Operation. The hours and days of the week
that offices shall be open for public business. Oficia

busi ness hours of operation for the Washington headquarters are
8:30 a.m to 5:00 p.m, Mnday through Friday.

k. Overtine Hours. Al hours which are officially ordered and
approved in advance and are worked in excess of the basic work
requirement.

1. Reqgular Bay Of. The cal endar day that the enpl oyee is not
scheduled to work. In this order, the regular day off may al so
be referred to as a scheduled day off.
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m. Standard Work Schedule. A schedule consisting of 10,
8-heut days in a biweekly pay period.

~ n. Washiinaton Heademanttenss. The national headquarters
building and satellite offices |ocated in the Washington, D.C.,
metropolitan area.

6. EORM  Form WA 3600-2 (10-9%),, Wrk Schedul e Change
Request, is required for starting or changing a work schedule.
Local reproduction is authorized. A copy of this formis

| ocated I n Appendi x 1.

7. AUTHORITY TO CHANGE THIS ORDER  The Assi stant

Adm nistrator for Human Resource Managenment is authorized to
i ssue changes to this order which do not affect policy,
responsibilities, or a delegation of authority.

8. PAICY. It is Federal Aviation Admi nistration policy to
offer an AWB programfor its national headquarters enpl oyees
that will enhance operational efficiency, pronote program
goals, and enrich the quality of work life. In additron to
enhancing enployees' ability to meet both their professiona
and personal responsibilities, the inplementation of AWS nust
result in the achievement of one or nore of the follow ng
benefits: increased operational efficiency: reduction in
operating cost: increased service to the public: or a
significant inprovenent in recruitnent and retention of

enpl oyees.  Managenent, in consultation with enployees, wll
determ ne which schedules fromthe broad range of optional
alternative schedul es available are best suited for their
office conditions and organi zational responsibilities. An
enpl oyee's choi ce of nmanagenent - approved schedul es may be
honored as |ong as that schedul e does not adversely inpact on
service to the public, operational requirenments, or

organi zati onal goals and objectives. Approved schedul es shal
support the requirenment for office coverage during official
hours and days of operation for the Washi ngton headquarters.
Enﬁlg%ees may choose to work the standard 5-day, 8-hour work
schedul e.

9. OBJECTIVES. The use of AWS is intended to provide benefits
to managenent, the general public, and enployees. Specific
obj ectives are:

a. To create a work environnent that will support

conpetitive recruitnment and retention of a highly qualified,
diverse work force.
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b. To give eanoYees a degree of self-determnation bK _
allowing themto sel ect work schedules that respond to their
prof essi onal and personal responsibilities.

c. To provide inproved service to the public by increasing
opportunities for contact with organizations in other tine zones.

d. To inprove attitudes of enployees toward their jobs by
enpouriglng themto become work oriented rather than time
ori ent ed.

e. To inprove opportunities for career devel opnent and cross-—
training.

f. To reduce the need for extended absences for nedical
appoi ntments or personal business.

16. GENERAL PROCEDURES.  The followi ng procedures apply:

a. Employees who want to start, change, or discontinue an
aothoriized work schedul e shal|l sdbniit Ferm WA 3600-2 (10-9L),
Wrk Schedul e Change Request, to their supervisor at |east ohe
pay period in advance.

b. Supervisors, with the involvenent of their enployees, shal
devel op enpl oyee work schedules that will ensure that sufficient
personnel will be scheduled on any work day to conduct business
as normal and be able to respond to unforeseen circunstances.
Supervi sors shall approve or disapprove regular days off for AWS
enpl oyees to ensure a bal anced work force.

c. Every effort shall be made to approve an enpl oyee's _
sel ection of work schedul e option. However, managenent retains
the right to respond to changing conditions. Supervisors my
di sapprove or require a change in any work schedule to avoid
adverse inpact on daily operations. The division manager nay
limt the choices of alternative schedules or in extreme
ci rcunstances exenpt that unit fromusing AWB to avoid adverse
i mpact on daily operations.

d. Supervisors shall give enployees at |east one pay period of
advance notice when operational priorities require a change in
the enployee's schedule, except I1n unusual circunmstances: e.g.
special projects, fire, natural disaster

e. Supervisors shall ensure that their enpl oyees' work
sche%yles are properly documented on their tine and attendance
records.
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£. Supervisors shall provide advance work assignments to
enpl oyees to ensure the continuation of work during the
portion of AWB when the supervisor may not be present.
Enpl oyees shall obtain sufficient advance work assignnments to
eagure continued work during non-supervised portions of their
AVS.

g. Supervisors shall ensure that nonexenpt enployees do not
work in excess of their basic work requirenent unless overtine
has been authorized or credit hours have been approved: i.e.
9 or 10 hours a day for conpressed schedules, 8 hours a
day//4® hours per week for appropriate flexible schedules, or
80 hours a pay period for both tlexible and conpressed, as
descri bed in Appendices 2 and 8.

h. Exenpt enpl oyees shall be authorized overtine pay for
hours in excess of their basic work reguirenent only it such
work is officially ordered and approved in advance and if the
wor k requirenment exceeds the hours selected by and approved
for the enpl oyee.

b Cbnpensatprg time may be granted in |ieu of overtinme pay
I n accordance with applicable provisions of [|aw.

. Each enpl oyee shall be scheduled for a [unch period of
at " least 830 mnutes per day in addition to his/her basic work
requirement. The |unch period may not be taken at the
begi nning or end of the enpl oyee's workday for the purpose of
shortening the day.

k. Supervi sors may require new enpl oyees to work a fixed
schedul e during official business hours during their training
and orientation period. New enployees shall be allowed to
sel ect an AWS as soon as they becone conpetent enough to work
I ndependently and without direct supervision

1. Enployees who do not select an AwWB shall work a standard
5-day,, 8-heur wor k schedul e.

m. Programspecific issues that relate to the
i npl ement ati on of AWS should be resolved at the division
level. O fices should contact AHR-1@0® to clarify any AwS
policy or procedure identified in this order

11. SPECI AL S| TUATI ONS.

a. Enployees on tenporary duty (¥DY),, detail, or assignment
to other organizational conmponents within or outside
Washi ngt on headquarters shall adhere to the schedule of the
organi zation to which assigned.
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b. Wien it is known in advance of a pay period that an

eﬂprﬁyee will be on TDY on his/her scheduled day off the enpl oyee
shal | :

(1) Revert to a 5-day, 8-houtr workweek and adhere to the

schedul e of the organi zation to which tenporarily assigned,
or

(2) Request a change in his/her scheduled day off within
the same pay period.

c. |If neither of these options is feasible and the enpl oyee
is required to work on his/her schedul ed day off and works nore
than 806 hours in a pay period, the enployee is entitled to either
overtime pay or conpensatory tinme off during that pay period.

d. If an AWS enployee is attending training, work
schedul es shall be adjusted to training class hours.

e. Washi ngt on headquarters enpl oyees who are assigned to
duty stations located in other jurisdictions may use
this directive with approval of the inplenenting
authority for their organization unless there is an
A¥S directive approved for that jurisdiction or their
organi zati on.

12. PROGRAM REVIEW The Assistant Admnistrator for Human
Resour ce Managenent shall conduct an annual review of this
programto determne the basis for continuation, nodification, or
terminatidlon of the use of AWS at this headquarters.

Barry Lambert Harris
Acting Adm nistrator
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a. FLEXIBLE WORKSSCHEDUITF

WA 3600-11
Appendiix. .1

APPENDI X 1

WORK SCHEDULE CHANGE REQUEST

1.1 request that my work schedule be changed to the sohedulle indicated or to accommodate the credit hour action listed.

[ ] Flexitawr: a fixed schedule from to including lunch from to
[ 1 Gliding Schedule [ ] Variable Day Schedule {1 Variable Week Schediute [ 1 Maxifiex Schedule
b. COMPRESSED WORKRICHISDL I E
[ ] 4-Day/MB¢hwur Schedule: from to including lunch from to
Days off: Week 1 Week 2
[ 154/9 Schedule: SHwour days from to including lunch from to
and an 8-hour day from to including lunch from to
Days off: Week 1 Week 2
¢. STANDARD WORK SCHEDULE
[ 1 5-Day/BHwur Schedule from to including lunch from to

d. CREDIT HOUR ACTION

[ 1 Earn or use (circle action below) credit hour(s) on the following date(s) and time(s):

EARN/USE Date Time
EARN/USE Date Time
EARN/USE Date Time

EARN/USE Date Time
EARN/USE Date Time
EARN/USE Date Time

2. A graphic description of the hours and days that this request includes during a pay period is/is not provided on the

reverse side of this request form.

3. | request that this schedule become effective on the pay period beginning

(Employee’s Signature)

4. Your request for schedule change is [ ] approved

Comments:

(Approving Authority)

Form WA 3800-2 (1881)

(Date)

[ ] disapproved.

(Date)

(Local Reproduction Authorized)

Page 1
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5. This diagram may be used to describe graphically hours and days of scheduled work, lunch times, and
day(s) off that are requested on the reverse side of this form.

VEEK ONE

MONDAY TUESDAY WEDNESDAY THURSDAY FRI DAY

8:00 _] L
7:00
8:00
9:00
10: 00
11t o0
12:00
h:00
2:00
3:00
4:00
5:00
6:00
Total hours

Dai |y

Tot al hour s/ week

VEEK TWO
MONDAY TUESDAY WEDNESDAY THURSDAY FRI DAY

6:00
7:00
8:00
9:: 00 I
io:00
1i:00
12:00®
h:o00
2:00
3:00
4:00
5:00
6:00
Total hours
Dai |y

Total hours/pay period

Page 2
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APPENDI X 2. FLEXI BLE K EDULE

1. PURPCSE. This appendi x establishes policies and
procedures for flexible work schedul es (F48) |isted bel ow as
wel | as the basic work requirenents for each:

Flexitour 8 40 80
A iding Schedul e 8 40 80
Vari abl e Day Schedul e - 40 80
Variabl e Week Schedul e - T 80
Mexiiffhex Schedul e T 80

2. GENERAL. The Washi ngton headquarters schedul e of
flexible work hours is 6:00 a.m to 6:00 p.m, Mnday through
Friday. Flexible time bands for arrival shall not begin
before 6 a.m and shall not end after 6 p.m An enployee who
chooses to work F#8 n%y, subj ect to nmanagenent approval

select a set tour of duty within the paraneters of flexible
ti me bands which will meet the basic work requirenent. Core
hours for Washington headquarters shall be 9:30 a.m to

3:30 p.m The official business hours are 8:30 a.m to

5:00 p. m, Mnday through Friday.

a. Credit Hours.

(1). Enployees may earn up to 2 credit hours per day
during their regularly schedul ed workdays and up to 8 credit
hours per day for work performed on their regular days off.
Credit hours to be worked are at the election of enpl oyees
and are subject to managenent approval. Enployees wishing to
work credit hours nust nmake thelr request in witing using
Wor k Schedul e Change Request, Form WA 3600-2 (10-9L))..

(2. Credit hours nust be earned before they are
t aken, must be earned and used in |-hour increnents, and may
be taken the same day they are earned. Credit hours earned
and used nust be docunented on the Tinme and Attendance
report.

Par 1 Page 1
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(3).. . An enployee may not carry over nore than 24 credit hours
from one biweekly pay period to the next. Part-tine enpl oyees may
not carry over a credit hour balance that exceeds Lj4 gp t%eir basi c
bi weekl y work requirenent }e.g., if an enployee's biweekly work
Lequxrenent is 82 hours he/she may not carry over nore than 8 credit

ours).

_ (4). Credit hours are not considered overtime hours. They are
credited to the enplo¥ee's credit hour account. &n enployee no
| onger subject to a flexible schedule (e.g., elects a non-flexible
schedul e or | eaves the agency) will be pard for accumul ated credit
hours at his/her current rate of pay. Paynent for accunul ated
credit hours is limted to not nore than 24 hours.

b. Holidav

(1) A full-time enpl oyee who perforns nonovertime work on a
holiday is entitled to basic pay plus prem um pay equal to basic pay
for that holiday work. A part-tine enPonee is entitled to holiday
paK Pnéy for work performed during his/her basic work requirenment on
a hol i day.

~(2) Afull-time enpl oyee who is not scheduled to work on a day
desygnated as a holiday is entitled to pay with respect to that
hol i %y for 8 hours. For a part-tine enployee, if a hoIidaY falls
on a day during his/her tour of duty, the enployee is entitled to an
aﬁprogrlate portion of his/her biweekly basic work requirement for
that aqay.

c. Leave. Time off during an enployee's basic work requirenment nust
be charged to the appropriate | eave category, i.e., annual or sick,
unl ess the enployee Is authorized conpensatory time off, the use of
credit hours, or an excused absence.

d. Excused Absence. The anount of excused absence to be granted
shal |l be based on official business hours, 8:30 a.m to 5:00 p. m

3. FLEXITTOUR: .

a. Basi ¢ Wor k Reemiiremmnt .

1) Afull-time enpl oyee has an 8-heut daily work requirenent,
a 40-hour weekly basic work requirenent, and an 80-heut biweekly
basic work requirenent.

(39 For a part-tine enployee, the basic work requirement is
t he nunber of hours the enpl oyee nust work each day, the nunber of
hours the enpl oyee nust work In the adm nistrative workweek, and the
nunber of hours the enployee nust work in a biweekly pay period.
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b. Tour of Dutw. An enployee shall preselect his/her
starting time but he/she is Linmted to an 8-hour day/40-haur
wor kweek with no dav off. All schedul es nmust be established
in accordance with Paragraph 2 of this appendix.

c. Arrival tine. An enployee shall preselect his/her
arrival time. The arrival time shall be a fixed schedul e
until a new schedule is selected and approved.

d. Deviations.

(1)) At the request of an enployee and at least 1 day in
advance, approval for an adjusted arrival tine may be granted.

2) |f an enployee arrives within 15 mnutes of the
selected arrival tinme, the supervisor may allow for adjustnent
of the 8-heur basic work requirenent for that day.

4. Gl DI NG SCHEDULE.

a. Basi ¢ Wor kK Reauiirersiit .

() Afull-tine enployee has an 8-houtr daily basic work
requi rement, a 40-hour weekly basic work requirement, and an
80-hour bi weekly basic work requirenent.

(2 For a part-tine enployee, the basic work
requirenent is the nunber of hours the enployee nust work each
day, the nunmber of hours the enployee nmust work in the
adm ni strative workweek, and the nunber of hours the enpl oyee
must work in a biweekly pay period.

b. Tour of Duty. An enployee shall establish his/her tour
of duty within the flexible tine bands in accordance wth
Paragraph 2 of this appendix.

c. Arrival and Demartwre Tinmes. An enpl oyee nag vary
arrival and departure tines daily within the flexible tine
bands without prior supervisory approval. However, a fulli-
time enployee is Limted to an 8-houtr dayy40-heutr wor kweek,
with no day off. This schedule allows flexibility within the
flexible time bands. Core time band rmust be included in an
enpl oyee' s work day.

5. VARI ABLE DAY SCHEDULE.
a. _Basic Wirk Reauiiremenit .
(1) A full-time enpl oyee has a 40-hour weekly basic

work requirement and an 80-hout bi weekly basic work
requirenent.

Par 3 Page 3
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(2) For a part-tine enployee, the basic work requirenent is the
nunber of hours the enployee nust work in the admnistrative

wor kweek, and the nunber of hours the enpl oyee nmust work in a

bi weekl y pay peri od.

b. Tour of Dutw. An enployee may vary the lLenath of the workday as
long as he/she is present during core time. Hi s/her tour of duty
shall be in accordance with Paragraph 2 of this appendi x.

c. Arrival and Departure Times. An enployee may vary arrival and
departure tinmes daily within the flexible time bands w thout prior
supervisory approval as well as vary the length of the workday. A
full-tinme enployee is Li _40-hon This schedul e
allows flexibility within the flexible tinme bands as well as the
wor kweek.  The enpl oyee shall work during the core time band.

d. Deviation. At the request of an enployee, absence during core
time (or a portion of core time) may be granted. An absence during
core time shall be nmade up bK the enpl oyee during flexible tine
bands. A supervisor may authorize the enployee to make up the
absence during the sane workday or a subsequent workday wthin the
wor kweek or the same biweekly pay period.

8. VARl ABLE WFEK SCHEDULE.
a. Basi ¢ Wor k Reduiirengnit .

(1) Afull-tine enpl oyee has an 80-hour biweekly work
requirement.

(2) For a part-tine enployee, the basic work requirenent is the
nunber of hours the enployee must work in a biweekly pay period.

b. Tour of Duty. An enployee may vary the length of the workday
and workweek, as long as he/she is present during core tine. An
enpl oyee shal| establish his/her tour of duty in accordance with
Paragraph 2 of this appendi x.

c. Arrival and Departure Tinmes. An enployee nmay vary arrival and
departure times daily within the flexible tinme bands as well as vary
the length of the workday and the workweek. A full-tine enployee is
limted to an 80-howr biweekly pay period. This schedule allows
flexibility within the flexible time bands as well as the workweek
and bLmegkly pay period. The enployee shall work during the core
time band.
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d. Deviation. At the request of an enpl oyee, absence
during core tinme ((or a portion of core tinme) nay be granted.
An absence during core time shall be made up by the enployee
during flexible tiime bands. A supervisor may authorize the
enBonee to make up the absence dur|nE the same workday or a
su sequeﬂg wor kday wi thin the workweek or the sane biweekly
pay period.

7. MAXIFILEX SCHEDULE
a. Basi ¢ Wor k Reduiiremenit .

(1) A full-time enployee has an 86-heutr bi weekly basic
wor k requirement.

(@) For a part-tine enployee, the basic work .
requi rement is the nunber of hours the enployee nmust work in a
bi weekl y pay period.

b. Tour of Dutw. An enployee shall establish his/her tour
of duty in accordance with Paragraph 2 of this appendix.

c. Arrival and Departure Tines. An enployee nag vary
arrival and departure tines daily within the flexible tinme
bands as well as vary the length of the workday and the
wor kweek. A full-time enployee is limted to an 80-howr
bi weekly pay period. An enployee may work
per week and/or |ess than 10 days during t
period. This schedule allows flexibi é

f

| ess than 5 days
he bi weekly pay

within the flexible
weekly pay peri od,

[

[
time bands as well as the workweek and
f. The enployee shall

and flexibility in the number of days o
work during the core time band.

d. Deviation. At the request of an enpl oyee, absence
during core tinme (or a portion of core tinme) nay be granted.
An absence during core time shall be made up by the enpl oyee
during flexible tinme bands. A supervisor may authorize the
enpl oyee to make up the absence during the same workday or a
subsequent workday within the workweek or the sane biweekly
pay period.
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APPENDI X 3. COVPRESSED WORK SCHEDULES

1. PURPOSE. Thi s appendi x establishes policies and procedures
for conpressed work schedules (€w®) |isted below for full-time
enpl oyees:

a. 4-Day Wor kweek
b. 5-4/9 Pl an

NOTE: Credit hours are not applicable to conpressed
schedul es.

2. CENERAL. The Washington headquarters O fice schedule for
conpressed work hours shall be between 6:00am.to 6:00 éo m,
Monday through Friday. The official business hours are 8:30 a. m
to 5:00 p.m, Monday through Friday.

3. 4-DAY WWORKWEEK (4/103..

a. Basic Wrk Reauwireenit. A full-tinme enployee has a
| o-hour daily basic work requirenent, a 40-hour weekly basic work
requi renent, and an 80-heur bi weekly work requirenent.

b. Tour of Duttw. A full-time enployee who selects a CW6
shal | establish his/her tour of duty in accordance w th Paragraph
2 of this appendi x.

c. Arival Tinme. A full-tine enployee shall preselect
hi s/ her arrival time. The arrival time shall be a fixed schedul e
until a new schedule is selected and apEroved. He/ she is linmted
to four |o-hour days within the workweek.

d. Heliigmy. A full-time enployee who perforns nonovertine
work on a holiday is entitled to basic pay plus prem um pay egual
to basic pay for that holiday work, not to exceed 10 hours. A
full-tinme enployee who is ﬁrevented fromworking on a day
designated as a holiday (the work place is closed due to a
holiday that falls on their schedul ed workday) is entitled to pay
with respect to that day for 10 hours. Enpl oyees shall be
granted an in-lieu-of holiday if a holiday falls on an enpl oyees
schedul ed day off in accordance with existing directives.

(FAA Order 3550..10m, Pay Adm nistration, paragraph 87.))

e. Excused Absence. The anount of excused absence to be
granted shall be based on the enpl oyee's established conpressed
work schedule in effect for the period of the excused absence.
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£. Leave. Time off during an enployee's basic work
requirement nmust be charged to the appropriate |eave
categor¥ unl ess the enpl oyee is authorized conpensatory
time off or an excused absence. For exanple: A fullh-
time enpl oyee who takes 1 day of annual |eave will be
charged | eave for 10 hours.

4. 5-4/9 PLAN.
a. Basic Wrk Reewiiredmit, A full-tinme enployee has a
g-hour daily basic work requirement for 8 days of the

bi weekl y pay period and an 8-heut day for the ninth day
to conplete the basic work requirement of 80 hours per

bi weekly pay period. The 8-heutr day does not have to be
the ninth day of the g-day bi weekly pay peri od.

'b. Tour of Dutw. A full-time enployee shall establish
hi s/ her tour of duty in accordance with Paragraph 2 of
this appendi x.

c. Arrival Tinme. A full-time enployee shall preselect
his/her arrival tine. The arrival time shall be a fixed
schedule until a new schedule is selected and approved

d. Holiday. A full-time enployee who performs
nonovertinme work on a holiday 1s entitled to basic pay
plus prem um pay equal to basic pay for that holiday
work, not to.exeeed 9 hours. A full-tinme enployee who is
prevented fromworking on a day designated as a holiday
(the work space is closed due to a holiday that falls on
their schedul ed workday) is entitled to pa¥ w th respect
to that day for 9 hours (or 8 hours if it talls on their
8-hour day). Enpl oyees shall be granted an in-Iieu-of
holiday if a holiday falls on an enpl oyees schedul ed day
off in accordance wth existing directives. (O der
3550..n, Pay Admi nistration, paragraph 87.))

e. [Excused Absence. The anpunt of excused absence to
be granted shall be based on the enployee's established
compressed work schedule in effect tor the period of the
excused absence.

f. Leave. Tinme off during an enployee's basic work
requi rement nmust be charged to the appropriate |eave
categor¥ unl ess the enployee is authorized conpensatory
time off or an excused absence. For exanple: Full-time
enpl oyees who take 1 day of annual |eave will be charged
| eave for 9 hours (or 8 hours if it falls on their
8-hout day).
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